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confidential 

15 August 1957 

TO: Assistant to DD/I (Planning) 

SUBJECT: Informal (3orz*espondence In the DD/I Offices 

I. PROBLEM: 

The problem Is to determine what practical action can be taken 
to improve the writing of informal correspondence in DD/I Offices,, 

II, ASSUITTIGNS: 

1. Clear writing is vitally important to saving reading time 
for senior executives and analysts. Agency employees spend an average 
of about 4 horns each day reading, 

2. Poor writing my result from several causes: (a) inadequate 
knowledge of the subject, (b) vague understanding of the purpose for 
writing, or (e) careless choice of words and failure to organize ideas, 
We will focus on the flaws caused by careless choice of words and 
failure to organize ideas. 

3. All of the DD/I Offices except one have editorial, staffs that 
control, the production of formal reports. We assumed, therefore, that 
we should focus on the informal correspondence such as memos, letters, 
am notes that are circulated within the offices or sent upward to the 
DD/I, DD/CI, and DGI. We are not directly concerned with forme! 
publications such as the NIC’s, RTS’s, and the OCX Bulletin, 

4« We assumed that we should judge the quality of writing in 

the DD/I Offices by the standards of excellence we desire fee? the 

DD/I Offices, not in corraarison with other government agencies. 

The steps other government agencies have taken to improve their 
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5. We assumed that writing style, organisation, and fen. mat 
should be appropriate to the subject, purpose, and length of the 
correspondence, io select the most suitable action, we must know what 
the most core on purposes* subjects, and lengths of correspondence 
written in the DD/I Offices are* Therefore, we asked each Office to 
answer 8 questions about the quantity, current guides, purposes, 
subjects, audiences, and quality of their informal correspondence. 
Annex A contains the questions. 

6, We assumed that the writers in the DD/I Offices are literate. 
Therefore, we should analyse samples of their writing to discover 
flaws, rather than recommend general training or guides that would not 
add to the information writers already have. We asked each office for 
typical samples of their current informal correspondence . We analysed 
1-he samples for 3 aspects of readability: style of expression, 
organisation, and format. To help evaluate style of expression, we 
used a quantitative formula, called the Fog Index. We also applied 
several generally accepted criteria for clear style, organisation, 
and format. Annex B contains & detailed description of the Fog Index 
and the other criteria. 

III. FACTS HEARING OR THE PROBLEM: 

2, Tfe estimate that about 80,000 memos are written in the DD/I 


Offices yearly, 

2, The Of fleas vary as to the number of memos they writ©, and 


in the predominant purpose© and subjects of their memos. Short memos 
about administrative support matters, with the purposes to supply 




Off! new writ* "*M af'lv Inov. aruslvtirtal „ MnfMrfjmti ve> timme 
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% Within every DD/I Office, the readability of the inf ormal 
sorrespondence varies from easy to difficult,. Furthermore, some 
Offices consistently produce more readable memos than others, 

4. The stilted and i«>rdv sentence structure of Federaleee has 


gained a foothold in 5 of the D ©/! Offices. 


>• There ore some prevalent organizational flaws in the Infernal 

cornea pcxndence . 


*!:v Miscellaneous notices and verbal instructions are the only 
warrant guides to writing style in informal correspondence. Han dbook 
42-100-1, Correspondence Style and Procedures 9 is used throughout 
the D)j/I to guide the mechanical aspects of format. 


V. felting manuals and training facilities are available that 
are suitable to help the m/l in a campaign to improve writing 0 

XT, D-ESCUSSICHs 


■1 . Quant ity and type of corres po ndence 

To answer the survey questions, all of the Offices except OS1 
counted the memos written in n time period ranging from 1 week to 3 


Months, GSI*s editorial staff guessed the yearly volume for 05X. 
Since the survey showed that the quantity and type of corres- 


pondence varies considerably from Office to Office, we analyzed the 
Information from each Office separately. Annex 0 contains the 


detailed analysis for each of the Offices, 


The estimated number of remoa for each Office is® 


Office of the BB/I and Staffs 

■‘-if tl 

00 


IJoB 

t in ? 

12 « 532 


OBI 


5,568 

zjm. 
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The Offices wit® for a variety of purposes, and about divers® 
subjects. However, OCR, 00, GRR, and OCI all write significant pro- 
portions of their memos about administrative support, to supply 
information or to request services. 0CI. ONE, and OBI write more long, 
substantive, analytical memos. Of the fev names that are written in 
001 and ONE. relatively large proportions are addressed to the DD/I, 
DD/CI,, or DC I. OCR writes the shortest memos — * 99$ are one page or 
less in length. 

2 . Quality of writing in samole memos 

Several of the Office representatives with whom we discussed the 
problem hesitated to answer question 8 ? which requests an opinion „ 

Them who did answer question 8 said that style of expression could 
be Improved most frequently, and that organization could some time s 
be improved. 

fa evaluating style of expression, we found that some samples from 

every office had a Fog Index too high to peir&t a college graduate to 

understand the language. The fog resulted from different causes in 

different Office*?. 3n 0SI, OCR, GRR ? 00, and OBI, the high Fog Index 

resulived from the excess words and stereotyped phrases of Federaleaa* 

Some examples of phrases from the sample nemos are* 

Ph rase Suggested Improvemen t 

Assistance In connection with Help 

Pursuant to your request As you asked 

This office has noted the following We note that 

Tfe are in agreement therewith We agree 

raasmiich as Because 

Transritted herewith are Attached are 
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In OCX m d <3MS, the long substantive nemos had extremely high 
Fog Indexes «, but the style was not stereotyped. The high Fog Indexes 
ware the result of complex sentences and academic words. 

The organisational snags thet occurred were similar in the 
different offices. The most coir* were long or inaccurate titles, 
failure to separate ruh-topics * and the inclusion of too many details,, 

T; i formats most of the sample memos were acceptable , but the 
thermofax copies provided by some offices were almost Illegible 0 
If the poor copies sre an isolated circumstance of this study, this 
is not a serious problem. We believe, however, that many analysts must 
road Illegible copies. 

3. Current guides and procedures 

The Offices have no organised policies about the writing style of 
Informal correspondence. The miscellaneous instructions by the AD * s 
and the PCI’s directives on organisation are helpful guides, but they 
are not. thorough enough to achieve consistent clarity in all writing* 
vae editorial staffs have no control over informal correspondence* 

Same writing style manuals have been distributed in some DD/I 
Offices, but there are no procedures for ensuring that writers apply 
the principles. In fret, the representatives of some Offices expressed 
the opinion that prescribing natters of style would lower the quality 
of writing by stifling originality. 

We believe that the wide ranges in readability of the memos 
written within each Office reflect uncertainties on the pert of 
the writers as to what style is preferred in Wfl writing. 
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4.. Training faci lities 

The Of fie® of Training offers 2 writing courses to improve general 
writing skill. Both of the courses cover points that would correct 
the flews we found in the informal correspondence, but both are more 
comprehensive than would be necessary to correct those flaws alone, 
Since August 1954» 157 DD/I employees have completed the 2 courses,. 

The General Services Administration, National Archives, offers 
a 16- hour course emphasizing simplicity in informal correspondence „ 

Any government agency may obtain the instructional materials for the 
course . However, the exarrnles are of a more routine type of corres- 
pondence than that written in the DD/I Offices. 


¥. COrCLNSICSiB 

1. There are specific and widespread flaws in the memos written 
in the DD/I Offices. One comron flaw is over-formal and wordy style? 
another flaw is poor organization. The DD/l should initiate a campaign 
to eliminate these flaws. 

>. Some long substantive memos are hard to read. We need to 


take specific action to make these memos easier to read, because they 
are hard to read for different reasons than are the administrative 
memos, and they are read by senior officials who are extremely busy. 


3. The diversity of types of memos precludes establishing rigid 
format and organizational males, but writers need more unified guides 
than those that exist. A brief .guide to writers In establishing 
organizational and format features should be prepared. 

(•. The flaws in informal correspondence can be corrected by 




courses* the flaws result from lack of mirnml oat-ton 'ho-hucon irMf. 
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and their audiences, rather than fron illiteracy or the part of t5x- 
writers, Training should be snaci fl cally adapted to tho needs of 
sore Offices, as recorrended in the Office reports. 

5 . Because the corresrrndence situation is different in 
different Offices, we must recorrend sore action specifically to 
each Office. 

VI. ■RRCrn EMBA TICKS: 

A . General 

To Irrorove writing style, we recorrend that the DD/I 

1. Address a cony of Air Force i'anual 11-3 to every Intelligence 
Officer in the W/l Offices, with a covering note calling particular 
attention to Chapters L and 5. Annex D contains a draft covering note, 

2. Instruct all writers to prepare a summary and place it at 
the leginring of any substantive remo more than 3 pages long. 

To unify and clarify ratters of organization and format,, 

1. The DD/I she old publish a brief guide incorporating the 
iil seel leneous directives on format and organization, with additional 
suggestions as to the best organization and format for specific typos 
of memos. The guide should be distributed to both writers and 
secretaries. 

6 . Specific to Off! ces 

1. The MT'CR, AD/RR , AD/BI, and AD/SI should instruct, all 
Division, Brecon or Section CHafs to edit all correspondence written 
in tne Division, Branch, or Section for a period of 1 week. The 
Chiefs should select emoo that are particularly well -written or 

Appr^ &>f£&tea S e WMSI& W 

write . 
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2. The AD/CI and the AD/NE should emphasize the pr/Fs 
Instructions tc niece a summary at the beginning of all substantive 
rero a over 3 rages long, as particularly applicable to their Offices. 

3 . In addition, the follow5 ng action should be taken by the 
individual AD's: 

AD/()R: a. All OCR personnel who write memos should be 

instructed to read "Plain Letters", 

, b. The Library, Graphics Register, and Docunents 
Division should continue to use form letters. They should 
eliminate duplicate form letters. They should also study 
all form letters and revise some of them to improve simplicity 
and clarity of style. 

e„ The AD/CR should announce a policy to cut down 
the amount of Informal correspondence, by conducting intra- 
Branch and Section business orally whenever possible. 

/ .fi . / Op; a. 00 should continue to keep its informal corres- 
pondence es informal as possible, using the diary, note and 
letter forrr3 now in use. 

b, 00 should condense and publish some of the 
principles of clear writing style In the guides for formal 
reports, stressing their application to informal writing in 
all Divisions of 00. 

a. The AD/00 should reiterate these principles, 

and the principles of infomality, ns a policy, comrur 3 cati ng 

the policy to ell levels where Informal writing Is done. 
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a. The sections of "The Writing cf Reports" that 
depl with style and organization should be called to the 
attention of all writers In ORR. They are applicable to 
Informal correspondence as well as to formal reports. 
oq/BI; a. OBT should devise form memos for correction 
reouests. 

h. OBI should inform all of «ts writers that the 
fog level is high in some memos and that they should economize 
on words. 

AD/SI s a.. The AD/ SI should instruct writers and reviewers 
of writing to use an informal style for informal correspondence. 

b, OTR should tailor a brief writing seminar for 
senior personnel of OSI, stressing simplicity of style. 

a. The senior officials of OST should consider 
reducing the number of copies on distribution lists for 
informal correspondence. 

iL OS r shruld instruct typists to use only the first 


carbon for Thermo fax reproduction. 
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mm. of anbexes 

Oonteat 

S ifemoranda Survey Questions 

3 Criteria for Readability 

Reports on Corse spondenee situation in Septate W/I Officer 
1 , Office of the DD/I and Staffs 

2., edifice of Central Reference 
J« Office of Operations 

4 ., Office of Research and Reports 
5 . Office of Basic intelligence 

S . Office of Scientific Ihteliigenae 
7 -, Office of Rational Estimates 

3., Office of Chrrrent. Intel license 

y Draft Covering Mote for DD/I to Send A? M&nual 11-3 

to all Intelligence Officers ^ 
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Atmx A 

14 December 1956 


Wheel regulations, guides,, and editing procedures are eiarrently applied? 

How may memoranda does each Division (Branch) write per week? 

What proportion is written for a general audience (wide dissemination) p 
and what proportion is written for a specific audience? 

Mh ©re do the memoranda go? 


a„ within the office 
b„ to DC I, BDCIj, DDI 
a, to other DDX office? 

d.. other o 

How long are they? 

a„ om page or less 
ho 2 to 3 pages 
tin more than 3 pages* 

What is their content? 

a,., substantive explanation 
b a substantive fact® 

"■’-s administrative support 
do planning recommendations <> 

Whf are they written? 

So in response to a standing requirement 
'to report activities 
■ • for a siifoatautivB publication 
‘bo to fill a non-rorutit*; need 
■ to supply information 
to request services 
- to recommend action,, 

tfhieh attributes could bo improved most in the memoranda written in your 

office? 

a* organisation 

o-j atjd.e of expression end presentation 
«s* format (arrangement and typing) 

■fit content selection 
o* other,, 
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The fog index ia one of the simpler readability foiraulae now being ueed 0 
It bates aecowat of two dtnests jU& style » The first is the number of ideas 
ti.se reader must deal with In on?? unit, and the second la th© difficulty of th*» 
Mens. He obtain the number of ideas per sentence by counting the number of 
words per sentence, and the difficulty by counting the number of words mere 
than 3 syllabi®?-! long., since long words arts usually difficult words© 

I'-ya can derive a fog index as follows t , 'Y *jt*f*?\ t \ 

1m (Jive each word that, can be pronounced in one or two sounds a value of X e 
2 -, itive each word that is pronounced in more than two sounds a value of 3<> 

3„ Gaunt the number of elements for each sentence separately© Take any 
complete statement of thought as a sentences consider a B©ffii=c©l©a or a colon 
m a period wbsn Baking a fog count,* 

4., Gaunt aily X eleamfe for proper names, pines names, dates, numbers anti 
abbreviations even though they are pronounced in more than 3 sounds 9 

5 .. Compute the average fog count par sentence© 

Xf th© average fog count is 20 or more, divide by 2 to get the fog 
tefeXf which is the grade level of reading difficulty 6 For example, if the 
average iog count is 24» the fog index ia 12, and the reading level ia 12th grade t 
7 U if the average fog count is loss than 20, subtract 2 and then divide 
by 2 for the fog index© 

A fog index higher that? 16 indicates difficult reading for a college 
graduate,-. Harness Mag gsiy e and the Atlantis Monthly never permit the fog 
index for their articles tc* ezocied 16, 
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fias advanfcag© of th© fog index :1s tha*; it is objective* Scsas other c 
&».!■ jisraticas 3 although they are generally accepted as criteria for good writing, 
Si'fi subject to more errors of judgment them the fog index* 

IX, Qthe y gtyl e C oradderat Ions 

& evaluating style, we consider the following factors in addition to 
tiis fog iadexs 


1, Language should ba as direct and simple as possible,, with no 
tmmeassary we rda * 

‘So active verbs should be preferred to passive verbs* 

>-» {Sentences should very in length, 

XiT, Organisation an d F ormat 

Th-3 organisation and format., as wll an the style, should ha adapted to 
r,h(*' subjects length and purpose of each particular* vatao.. 

Fa? good organization and format* 

1„ Th© title or statement of the subject should be brief, complete, and 
accurate* The title should describe all of the content of the memo as specif*- 
ic&lly as passible,, 


2. 0 Facts and arguments should be arranged in a logical order, with clear 
subtitles in long memos* 


■ 3 " fe^graphs should vary M length, but they should b? neither 
our too short,, 


too long 


4, Transitional cues should provide continuity between different paragraphs 
or iseetiona,, 

fi> m format, indentation should be consistent and should be based on 
organization* 
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If, Format arrangement should ha similar for similar types of memos,, so 
thst the reader can depend upon finding the identifying information about the 
in the same place,-, 

5 ?„ Lists €*r series of numbers should be presented in tabular fom 0 
3-, Kargins should not be less than one inoh„ 
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3D/I tt a Ih^dlate Office and Staffs 


1. Stammer 

11>9 K0/I*o immediate office and the Staffs write a re ascnabfls 
amber of ramoB., noatly to readers outside the DD/X area,* t'ost of the 

81:08 ara 1 **« 3ength. High Fog Indexes were found for 

®®e® ®f the longer memos. 

H. Quantity 

1. Bstimsted Volume 


Ths (iJfJi,:tO0 SD A estimates that it wrote 39 memos during the 
sionth of January* 1957. Assuming that that month ie typical of the memo 
■croduoticii, it is estimated that the Office of the DD/t writes about 468 
2 i&BM>s each year 8 


The percentages of morass written by tee various parts of tfea DD/l^i 
.lOTaadiate eft ice Mid Staffs in the period .nirvoyod aret 


OH/l Immediate Office 46 
Field Coordinatiim Staff 3 
Assistant to DD/X (Admin) 28 
Senior Beseareh Staff 80 
All other ,-s 


2 a Purpose, subject* length and readers 


Tcrso^fourths ©f tfea memos are about administrative support matters* 
mainly written to supply information or to request services. Nlnety-Jlve 
parent ere written to fill a. non-routine need* and 555 in response to a 

standing requirement* 


Office «*f the DD/X writes 92? of its memos to a single 
HJVi: iiuty-'f our percent of the memos are 1 page «?r leas in length. 


“<Vt» 


Ifosrt of the readers ore outside tea DD/l are a« 10 
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are read by the DCI r DD/CI and. the DD/l s 15? by other 


B»A off loos. and 6’^', b*r r>^ .nn /r ^ _ 
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The ©.djniiiistxativo support memos we inspected vs re easy to read, mil* 
organised, and with reasonable Fcg Ihdi®©i3?> 

The longer, more complex memos had extremely high Fog Indices* These 
vwauos were similar to the substantive memos written in OCX and 0NB o 
ii f „ Current Guides and Procedures 

The Office of the DD/I uses no specific written guides or editing procedures 0 
Sissy comply with the general Agency procedures, which are covered in various 
correspondence manuals 
'If, Gonelusions 

1* The types of informal correspondence written in the W/l 9 a immediate 
edifice and the Staffs are similar to the types written in other DD/I offices,, 

1 r L, Its eonn&urida t ions 

;l 0 So separate action is recommended for the B.U/I% immediate offices and 
Staffs, The recommendations in the Staff Study apply n 
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OCR writes a very “large voluue of informal ceweapo®^* 
«ss«© f chiefly to resga^st aee*/±©e® or to supply iafoHaatica<* 

The library, the Graphics Register, aesd $h© ifocainwist Division 
writ® «3a»st ?5$ of OCR»s msstos,, Th«or as© e«W fossa letters 
for routine raejueoto© 

of OCftfa imm» are about adndttlst^tir® support or 
subistaatlr® facts,, Those that are about sabsteastlva fhets &r® 
transedttals rathor than sradyeess of the facts«> Tha wsaos are 
ahort, usually less thou omt peg© lang, s*s4 a large paroeotage 
is addressed to r*«ders outtside OCR© 

Th® titles of the saexoe are generally clear , aart the 
fact that the css are so short n ift i a d g ea other org#al**tio» 
problems,, In format, the tesraoa art 1 acoaptabl® 9 except that the 
theraoftt£ copies are hard to read© Ir* styLe, the rasaros vary 
ixxm escossively short sentences to ejoses&lTaly losig ones, «n*l 
the sam pies show several mss&Les of gobhledegocfc© 

0t2Pa eorrsat procedures anr 1 policy oa vrltiag style 
consist in complying with th* AD»a -wsia^temsi j&aferanae for 
staple, direct sad clear writing* 
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OCR e»fcteat©r that it wrote 915 informal ffiffaos during 
one week in January 195?« Assuming that the weds: surged is 
typical for 0CR*s memo production, it is estimated that OCR 
writes about 47,454 tmsx-u mdi jmro 

Form toman ®r® used for a large proportion of this cor- 


respond®*©®., For ©sample, it is estimate! that about 75% of the 
G‘IA Idhmry^s torrespjnteHse is conducted % form letters or 


sofattSo 


To® percentages of the total OCR assac* production written 
in each dirie&cn are as follows* 


Office of the AD 
CIA Xdfrswy 
liaison Division 
Document Disi.s5.oKi 
Industrial Register 
Biographin Register 
Graphics Register 


Kg chine Division 


2 - te 


Wh*t of OCR** meffias ar® 'Ksdiiea to request services or 


I ■**» c «I Itr : 


standing, routine reqairas&sat®* 

The percentages of jaemos each division writes for different 




Approved For 
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office of cen 


, , wa ra'CTMiww* 

To report activities 

, AD 

LI 

U) 

DO 

m 

J&J&. 

at,. 

„,MD_, 

Jfefij; 

10 

3' 

10 

17 

10 

33 1 

9 

10 

7 

For & substantive 
publication 

•nr 

**» 

•to*. 

- 


«* Xijt 

aw 

•mm 

3 

To rtsquaffit uerrice* 

10 

6? 

30 

66 

10 

17 9 

36 

10 

41 

??pn»rout.3Lnp? 

To supply information 

50 

30 

30 

17 

so 

5C75 

45 

20 

43 

6 

To recommend action 

30 

«• 

30 

- 

«** 

«• 2 

Ce 

* 

60 


The table gfijows that the largo jropori ion of nmttoe written by- the 
library and Bodastssts Bisds&ran to request ©er* ices accousata for t&a 
importance of this parpoe© Sis OCR?® tootalo Hi© Industrial Bagltffccr 
laud the Graphics Roaster wit© minty to B*x?&3r iafonmtlooo ‘-ho 
Biographic Register &pp®$&8 to do much writing to report aotiv.i t.ss, 
tout it ahotasM toe reeambered that it writes a wssy mil isuatoer wJ* 
uksbdbo 

Fore of 0CE 8 s memos &r@ 'thoat sobetsuriiv^ facts -4? esplam'&aB 
titan wtaSnlstaativ© mpporto 

fise porc«ttages; of rsaaoo ssdk division writ©© m 4 subject* a* 3 
au» follow ? 

Office ©f 

Subject, 

SisbeteBtlw© I&plaisaliion 10 3 40 $3 40 - - ** 32 

Substantive Fact© 10 5 50 23 40 S3 9? V? ** 

A&adnla&mtoisre Support 50 92 10 3 20 IT 1 13 90 3? 

Planning reccnnendstlons 30 ■ — 10 1 

4 
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Although the divisions appeer to vary widely as U the sfiost 
frequent subject setter of their ©eass, the saasples w® have wmlnaA 
suggest that they are very s^adlar* The discrepancies in the table 
probably reflect differences in interpretation of ?, sttbi?tantiTe^ 
rather then true differences is. the nature of the correspondence. 

For eaaesple, the Biographic Register, the Graphics Register, and the 
Document Division report that saoat of their wmo» consist of substan- 
tive reports© The espies fraw these divisions are about substantir® 
matters, but they are primarily ediaiai.gitrs.tive transmittals of sub- 
stantive documents or files* The samples from these 3 divisions ere 
quite similar to those from the Library, which reports* that 92$' of 
its JMSTO3 are administrative support© 

During thu period survey^ * 99$ of OCR* a raecaos were 1 page or 
less in length, and 3 $ were between 2 find 3 pages long No msnas 
were more than 3 pages long, these percentages vmj only slight : y 
in the different divisions® 

5„ Reeders 

Ninety six per cent cf the msecs have only one addressee, and 
1$ havs more than one addresses.? Hie Industrial Register and the 
Special Register are the only divisions that write awwss to nor* than 
one addressee© 

X wary large- percentage of GCR^s snsB»e go outside OCR, eithar 
to other DD/I offices, »B/P offices, o r outside agencies© 
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Th& peratatagoe addressed to various places tey mih division 


*SP® &s follow® s 





Office 008 

nf AD LT ID DD 1R BR GH SR MD "fotal 

mJSft*** m*S83L*r 


Within OCR 50 - 1C 3 20 17 3 9 80 7 

DCI, DD/ Cl, BD/I - 5 13 « - - - 4 

Other DD/I Offices 20 17 50 17 20 33 47 - 10 23 

Other 3 83 35 67 60 50 50 91 10 62 


The only division that writoa Dost of its tokos to stay idtedn 


OCR is the Machine Division, and it writes a wny small imstber of 




m swim 



There are-* 46 aaapl© Deans, inducing 7 for-is letters* There arc 
7 imup3.es fresh the Literary; 6 frosa DoeoMSits division, including 2 
fom letters; 2 from the Office of the AD, including 1 fora Lett®*; 

6 fro®, the Biographic Register; 19 fma tt.se . • rapfoie© Register, hr 
eluding 4 form letters, end 6 frari the Incstsirial Register* There 
ar® no sairiplesa from liaison Division?, the Special Register, or the 


Ilachine Division* 


Since raoet of 0CR®» nemos are wry stert, the min orgasdmtloial 
consideration® are whether the title is descriptive atrd the purpose 


of the wo is stated clearly* 

T}>« titles are clear.., brief, and Infojmtlw 2a eianosi all o’ 

th~i mac&sn A small masher of 'the sauries from the Library and frna 
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Biographize Register mpir© re-reading wsw than ec.ee to l«m» 
aff/ the ® 0 B 8 O 8 wn written* b«o»» sadc to peramtf.e the 

reader that specific wnirses of action sbwk be foll/arad, sitiwct 
?!e. 3 cr 4 Mag the proposed of action 

5o Fo raa% 

s?¥©ag«ait of the p*3ai is genaraJy aecepfcttfile 3a 0CH‘ ? © 
awaa n, although the side wtrgii«* told be wider in asao awraoc* 

Sfesil*' of the thensofax ‘tiopiee ®i*e tsard *o rsssittj -3U * (ill of alios 
are legible with aoate effort fey the reader* 

Sfcyie of gsprewiaa 

frs© style end the fog todies varw wmidm&ily frost umbo to swnoo 
Of the &o aaqalesi 22. tiase fteg :tofe«® bale* toe danger lino 
af X6« Ten of the mopies hare fog ixstimm Shat are 16 or hlgM*, 
ami 14 of the earaplee cecalafc of lietahgs-- or of only aa eentano*, 
'ipst appropriate for determining the fog ierslc Use atopies with 
Mgh fog level* iiiclode 1 fro© 'Sis Office of the AD, 2 frosa 
ifodnotrisl toaster* 2 front the Jdtorary, 2 frua Graphics Reglat*.*# 
and 3 fran Biographic Register-^ 

ltest of the sasEsple© if«sa the Llta’suy t,a* frost the feafhiess 
Register are notable for their low fog Iwail* Ifeiy renoc tow fog 
indexes of 9 or less* Xhie can mmm nmdSag ease as an«h m & 
high fog level, hecaaeo raitilbmly short shoppy S6at-6J5c.es giro a 
diaorgen&aed effect.-. 

ib 
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ffee jparopl®® fjposB sway tflvioloa show a«s*e itUtif phrases and 

SHJSeSS W©rd8« Ifest of 'fcl'l® 3*©©IXM> frOSl SI6 Of t<3tS ‘frJtfS’Oi 

p&rson axis pfiscdf* vert)®* 2Hwm list the iBMupXes td.tli tary xG: B 
ind mm. th® language is oft** aa&is&rdo ihea® fi.uJ.tfc are «M<mt 
the fora letters, which riwseld not haw bees written hastily# 


Sss's® sffiB.wp3.eB of stilted jtnuas end ja^Mstud rtMadtes ax at 


P hrase 

■stwnnnMnMK) 




fed* beBiewes . We WLLoro 

Finest to the request of 3T/FC As ST/HI requested 
transmitted herewith «« eae-i©so 

i:t is requested Ideas# 

Tour assistance in cur Maif ’fhahic f©J? ’fowl* help 
is mch appreciate*! 
fheir cont&&.ed receipt 1® 
requested rJLfteee ®*®d ue 

*8»-s Graphics Register »ss§&es iacJai* two different form htfcfcapa 


for nqpeating files. One of ids® letter® is olear and direct iu 
efjyl® 9 aM the other is badly written* they contain almost idaitioal 
5,ssfoiwatioi(i..-> CSopits of the two sasspl®8 are attached to Append^ le 


«r. >.v«wqi.ifwiot>i' 


Secretaries in CCS nee the Correspondence Hradtoock as a ga-de 


f,o format# 3$Wi®l stylo KSnaiUi fea^ 9 © bean circulated widely • ; ® 
OCR, feat there is no one official for writing style in is*- 


fornaX correspondence* 

*3i® AD/GR prefers a brief, eoneta© and direct writing atari*# 
i vn OGR writers knew hi,® preference, as» eoarplf with it titans® ar 


he sees -the writings 

Seme! divisions of OCSt nee fora letters to cut correspcaier.ee 
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1,> OSE^s larges faltii# of’ ifhorfc ismd© tSwt &r® slndl&p te 
pose jaabifiee additional steps to inprove writing style* 

2c The large difference® 3a style among wares Indicate that to 
hn mutt effective, additional action should be initiated at the • 


branch level or acctlo© 1 esnal* 

% OSS’s wide wee ef 1 Sam letters cats ©arreepcadenee coats* 

It is possible that sons of OCR’® s-asra could be eliw£«*tsd 


by porecnal or teQLejfecne contact# 

T1 RBXMaaaMTXOHS 

l c . All OCR pereonnel who write awsssos should be Instructed 'to 


-.road w Hain Letters^ 

2* Each. toadt and castlmi chief tfttcald initiate a caapaig* 

‘.‘;® tepwoe writing? by editing all eomispnstaute written In hi* 
branch or section 'fer otar* wadi. He should select mma that era 
partirn&Xarly well written or jtssrly written as esaraples to intom 
the writers how they dhot&d write* 

3,. lit© Mteasy* G&rajphies Register, and Do«u»e*if,« rdvisifcij 
afotmM continue to nm form letters* They should el&urfa&te tfuptt.- 
sate fom letters* slrorsM alec study ail fern letters end 

:reviae sera® ef them to irapreve simjiLiedty and clarity of style# 


4„ The AD/CH should announce a policy to eat dm® the asraea-sfc of 

Inform'!, correspondence, by conducting into* Branch and Sestlca 

business orally tdrenever possibleo 

0 
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ATT ACUCT f I <■» GfeejggLcf* Register form Letter Ko* 1 


Bate; 

fO s 

FRCM % 

SUBJECT t Thmcm , mmt of Hot ion Picture Film 
REP s 

1* It Is requested that the following l6raa Msoticn picture 
.filtv-. (a) fee procured on a bests 


Source from which the above may be obtained is* 


3<> Costs incurred in pursuance of this request awgr be 
charged to Graphics Register ffencie , 
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A3TA&S3M? I - Gwephlca R&fi±efc®r ?ona Letter io.». 2 

MHBKM M IS8^'^lw , IM‘- , alM;.?'. l ltttlWw>' , «* , <W^i«W?t* , w.: , . , . < 3 W t | « , W>i M n-MI»«<WwtgBBt.'«lt't' hM»‘; «y.g »V. "J V'.'' «**'•' »Vt : i fuwc: UMOTm 


r/,»o3tviKKT9rsn<»iiKKr ■- 


GR Ref • 




to t 


»BGM 


A, 

«- 


Pleas® smogs to obtain the follsttdag film (•} «m a 

IWiBlSS 


Priority 


* 

<5 

. wwtTWSswwrtwrj 




6 -/B 


'•ViT'wdU^ «#*■-- a«K*r*. Mr=rr rtiiiiM BKW® 


the above is available i*rrm% 


nt ■W'f'.'TT Wtj® SCJ3MJ-1 : p«b w.; oUbihmm: MMr 3«®fcgp> . mm 
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Sscbsss 

For Standing Requirement 
To supply information 
To request Information or 
services 

To reccBHffimd action 

The purposes "to supply information", »to request information 
or services", and "to reoosaaand action" arc *11 defined as routine, 
recurring correspondence,. The tahle shows that evmy Division 
writes more than half of its memos to supply information. The Office 
of the AD and the Sovmat Staff wit* a larger proportion of memos 
to recommend action than the Divisions* 

3* Subject 

The table below shows the percentages of manos written about 
different subjects in each Division of 00* 

^®si 

Substantive Explanation 
Substantive Facts 
Admin* Support, 

Planning Hecommandations 

all of the Divisions write more than half of 
their memos about substantive subjects. | [ writes a larger pro- 25X1 

portion of memos about administrative support* 





For the Office of Operations as a vfcole, Sfeg of th® memos are 
one page or less in length, 13* are from 2 to 3 pages long, and 3 % 
are more than 3 pages long* These proportions are similar within 
Approved For Release 2003/06/26 : CSA-RDP80B01676R0043001 80037-8 
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each division, accept that| | reports a slightly higher proposition 

(92$) of msraos that are oars® page or loss la length o Th® Office of 
the AD md Somat Staff writ® slightly longer iecvos -=» th«y report 
that 6<$ a r® on® jag® or 1®«3, y$% ar® frost 2 to 3 pages long, and 
5% ar© store titan 3 pages long* the variations in length are related 
to the differences in subject matter? i*®*, it would be esqpacted 
that memos about administrative support would b® shorter than memos 
about substantive matter®* 


5 » 


It is estimated that 90% of 00® a memo© have only on© addressee, 
sdsile 10X have more than on© address©®* Wher® the memos ar© 
addressed is shown in the table below, in percentages for ©aeh 
division* 


Total 



Within tho office 
lb BCI, D'DCI. DD1 
lb other DDI offices 
Other (DBS & DBF) 

Mor® than half of the monos written within the divisions 
stay within 00 o Ho:e® of 00* s memos are to the DD/S ®nd DD/P than 
to DD/l offices* 

m <mim 

There are 26 samples? 1 written in the Office of the AD, 4 
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About half of the samples &r© subartantfa® in content end 
half are a<fcrfnlatmtiTOo In length, 17 of the samples are 1 page 
or lesej 9 ar© 2 or more pages long* 

2 « SsmteSteak 

Most of the sample rotmos are well-organised, with doserdpfcfa® 
titles and a clear sequence of ideas* Of the 26 samples, 3 ar© 
one-line saeaos, too short for analysing organisation in the 
broader sense* Six of the remaining 23 samples couM be isprowd 
fa organisation by clarifying the title or re-arranging the con- 
tmto Ttoo of the imsoa that could b® improved woro written in 

I 25X1 

She chief organisational defect in these 6 memos fa incomplete 
or misleading titles* 

Use format of all of the aaeeos is acceptable* Indentation 
and Hating© are generously used to aid readability* 

3o 

ii®. of the samples are written in unusually lucid and direct 
style* Of th© remaining 16 memos, 8 have a fog Xeml of 16 or 
abey©., beyond th© danger line for comprehensibility* 

CUHRKK? QDIDES and PliOCESmms 

The Office of Operations is against memos, particularly 
stilted ones, and there is ao consistently used gait© for informal 
correspondence, tflrltcr© use whatever format and organisation 
seen appropriate. Of course, for correspondence going outside 
the Office, 00 eenfora© to readers® expressed preferences wheel 
they ere known. 
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Sm^teles Bomsfeiiaes refcs* to the CorTOspceidsgis© Handbook,, 
iiat tii® Divisions of (X) vary as to procedures and usage* 


25X1 


1* 00% inform! corresposadme© is g^uinely inf ores! ,» rad 
tli® iK.fos’stalitgr is good roreeepQftdence practice, stem® it aa>» 
salts ad&ptatiogj of iors®t and o^KdiatioD to particular 

scltsiatleao within each Bivlaicvu 

Sc a© Jas*g® volua® of the inforssal cer^spondenee justifies 
©oea® addlttesal action to lisprow the organisation m& sty!© of 
writing* Steps Jtiould be taken to apply uaiforsaly the principles 
o-f clarity sat forth ics the reports annuals* 

3» Issuing periodic remainders ‘to meters probably achieves© 
tatter writing. 


5 
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■i» 00 should continue to keep its Snfozsel correspondence 
as informal as possible, using th© diary, mote and letter fonaa 
mm in ns®. 


2* At the sast© tima, it tahoul/i condense and pu bli sh sorae 
of tli® principles of dear writing styl© in the guides for ' 
foxnal reports, stressing their apjOleation to Safowial writing 
in all Divisions of 00. 

3* It© Office of the AD should reiterate these 
and th© principles of tefemsCLity, as a policy, 
tha policy to all 2Uwels tdser© infoiml writing ie ion©. 



fc 


©■CWSW?* 

Approved For Release 2003/06/26 : CIA-RDP80B01676R0043001 80037-8 



f 


Approved For Release 2003/06/26 : CIA-RDP80B01676R0043001 80037-8 


mm?, c~2i 


H3F0HIIAL COliRESPOMDElICE 


i. summary 

01® writes a large volume of Informal ecrrespoMence 
although the number of memos written by most of the individual 
divisions and staffs is small 0 Host of the correspondence for 
the period surveyed is nonroutine in purpose® written to supply 
information or to request services* The Office of the ID and 
tli© Staffs write mainly about administrative support while the 
Geographic and Economic Research Areas writs substantial 
proportion® of their memo® about substantive matter a, 0RR*e 
memos are predominantly one page or less in length* Almost 
half of the memos are addressed to readers wi thin OJiRj about 
half are to other DD/I Offices, DD/P Offices, or outside 
Agencies^ while 1* per cent go to the DC I, DD/CI, or DD/l* 

The quality of the writing, both in style and in organise** 
tion, is good in many of the sample memos* However., some memos 
are poorly organised, and some are too wordy* 

II* QUAIITITT 

1* Estimated Volume 

ORIv wrote 211 informal memos during tiie period of 
18»22 March 1957* Assuming that this period i» 
representative of QRR*s memo volume, it is estimated 
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that ORE writes about 10,972 memos each yesr* ORE 
reports that this is an under© etiaate of the actual 
volume sine© the survey covered a week in the middla of 
the month and toe volume is usually higher luring the 
first and last ■weeks of a month 0 

The additional correspondence during the first and 
last t?eeks of the months not covered by the survey, 
includes moniltLy progress reports and other reports 
prepared on a time-period basis,, This should be 
remembered in analysing to® tables below showing purpose, 
subject, and content of to® memoranda surveyed,, The 
true proportion of nos ■written for sterling require- 
ments Is probably greater than toe tables show* We 
will not speculate as to the subject, length, content, 
or distribution of 'the additional memos 9 


The number of mos written in one week and 


percentages of the total production for the three 
broad ergaaisational units of ORE are as follows: 


Unit 

Office of tSe^Sb and Staffs 
Geographic Research Area 
Economic Research Area 


Number 


T2T 


52 

Wi 


Par Cast 


25 

n. 


Fifty. -your par cent of 0RR*e memos are written in 


to© AD'a insiediata office or in the five stiffs directly 
under the AD.-, The Intelligence Information Staff 
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produces 20 pur cent of 0RR*s total memo outputs end 
the Admla 0 Staff produces 1$ per cento 

Within the Geographic end Economic Research Areas 
the volume of informal correspond ence written by each 
Division or Staff is small 9 The Photo. Intelligence 
Division of fee Geographic Research Area produced 2h 
bss o© in fete week surveyed, more than argr of the other 
Division o The Ilap Library ■wrote 18 memos during the 
week* or 9 per cent of the total ORE memo productions) 
Services Division is third among the Divisions in 
volume of mesa© produeiion**-it wrote 16 maos in fee 
week -surveyed, or .8 per cent of 0RR®s total b» 
productions. Eiacfa of the remaining Divisions in 
Geographic and Esoaoaic Research Areas wrote a small 
number of mmoBo 

In the analysis which follows of the purposes, 
subjects, readers, aryl length, of fee tmnm s detailed 
breakdowns of percentages fgr <paeh division and staff 
are not shown because the divisions within the areas 
show fdsdl&r patterns sad tbs number ©f n.mc-n bitten 
by each division is mallp Excerptions to -fee patterns 
&m noted in the text,. 

2 0 Purree 

■The ssjecios surveyed wpe written for several 

Approved F o 2 C*0&i$6/!»Fg@m 0«$(M®0O f 8DD 



Approved For Release 2003/06/26 : CIA-RDP80B01676R0043001 80037-8 


* It W 

nonroutine purposes to supply information and to 
request services « The table below efoows the percentages 
witters, for each purpose in each of the three Areas of 

OKRo 




Geographic 

Economic 



Office of 

Research 

Research 

0RR 

Purpose AD & Staffs Area Area 

v efrva.'VJfcwa-i? .•*!» itSCtfJ# a&sx)xa&t>crt «*S *r3£ttt.iaiaa.-.:.-fra? -Mr» ato»ltt^-MM-:J<.q«ia^rwiagM««VMa-ira'%*i6- .■»«« ’ r—y r«-« ■ ytatrr^rvKif,^. M. , 

, Tbtal 

Standing Requiressnts 





To report activities 

k 

6 

13 

8 

For substantive publication 

8 

0 

5 

"£ 

S'osroutines 





% supply “ infomation 

3? 

U2 

30 

37 

To request ssrrleea 

29 

35 

18 

28 

To recommend action 

22 

1? 

21 

22 


The pattern that can be observed in the table' of 
proportions of mass os written for each of the five 
purposes reflects to a great extent the patterns for 
the divisions as to purpose* There Is o m exception 
to the patterns The Adralnletratlve Staff t unlives 72 
pen? eent of it® sws to supply Informations, 16 per 
cent to request services^, and 12 per cent to receffifisand 
action* All of the Administrative Staff * s wems are 
written to fill aonroutins seeds | none are written in 
response to standing requests 

3® 

As would to expected* mar© of the mam^a tsritten 
■within the Economic and Geographic Research Areas deal 
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•yith mabetastirc facta or explanation than those written 
in the Office* of the AD and the Staffs* Tin Office of 
the .M3 and the Staffs twite primarily about a<hrdnietra» 
titra supports, 

The percentages of memo® each of the A'?eaa writes 
for four broad subjects are shown as follow?: 


Subject 

Office of 
AD & .Staffs 

Geographic 

Research 

Area 

Econo: aie 
Research 
Area 

ORE 

Total 

SubstantiTO explanation 

7 

17 

lit 

n 

Sx^bstantiva facts 

6 

31 

20 

IS 

AdjsinistratiTC support 

19 

So 

S2 

66 

Hanning r®eow»Matioas 

8 

2 

Hi 

8 


Tso Divisions that twite more 'memos tit m others. 
Servicer 'Division of the Seomsie Research .ires*. and. 
the Hap Library of the Geographic Research Aren, write 
mainly about adsiirdBtratlTO*-suppaa , 'fc matters;, 
hu Length 

0ER*s itjeaoe are predominantly one page or less ia 
length* The percentages of memos of differ »t lengths 
are as folios?® far each of the three Areas: 


Length 

Office of 

AD & Staffs 

Geographic 

Research 

Area 

*Vrafc'JKr.-5p* 

Ecososai ? 
Research i 
Area 

ORB 

Total 

1 page or less 

80 

88 

61 

?8 

2*3 pages 

16 

10 

2$ 

16 

More than 3 pages 

h 

2 

Ik 

6 


The Economic Research Area tends to wit© longer 
nrawos than the other Areas* The survey statist Ids 
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indicate that Sex'srlceo Divisions the Curx int Support 
Staff, and the Planning & EOvisw Staff wlte th© 
longest memos,, 

5» Readers 
* *•*>#? 

A large proportion, 85 par cent, of ' Mi ? e s&sios 
are addressed to one parson while IS per sent have 
fixxra than ena addressee » The number of c >pies on the 
distribution lists ranges from too to eight, depending 
upon the content of the E®nos 0 

Where the rmnos are read i® torn feel m 3 in 
percentages for each areas 




Geographic 

Ecoas 'da 



Office of 

Ressarsfe 

Rose®, *ah 

OER 

To titaa addressed 

caEaMsaitaf ; JtnsaasfcMsis.^.BKSi . t£K,*j*»: 

AD & Staffs 

KMK»mmiKiaa» -rjzxi**rzu x 

Area 

mamtisv 

Age a, 

Total 

Wit? sin OER 

^ 39 

27 

7? 

hk 

XI,, HD/SI, m/i 

5 

h 

0 

h 

9th«w W/1 Offices 

28 

1$ 

S 

20 

Other 

28 

5h 

18 

32 


The Economic Research Area write® mo it of it® 
aistaoa for readers within 0BXl o About half of the 
Geographic Research Area jmisos go to othe ? agencies or 
to BD/F offices© Thesfe are mar® differ©®. ?©s airjong the 
three Area© in readership than in msbjact , purpose 5 eat* 
length,, 



There ace 3h samples: 7 from the Geographic 
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1$ from the Office of the AD and the Staffs, It is 
unfortunate that we have no samples from bhe Map Library 
and only one sample from the Photo. Intelligence Division 
since both these Divisions contributed relatively large 
numbers of meiaos to ORR's total during tha period of 
the survey, 

There are samples from all the Divisions of the 
Economic Research Area, and they seem to ?e well chosen 
as -typical since they are consistent with the survey 
data. 

There Is a generous number of sassple 3 from the 
Office of the AD and the Staffs, We have no samples 

25X1 


2, Organization 

All of the 3k samples except six are clearly 
organized. The organization could be inp ’oved in one 
memo, written In the Office of the AD and iigned by the 
DD/I, to the DD/S concerning the recruitment of 
professional economic personnel. The recommendations 
in this memo should be separated from the supporting 
details, 

A memo of appreciation written in tho Materials 

Division could be Improved in tons and clarity by 
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stating the purpose of the meruo in the first sentence 
rather than at the beginning of the second paragraph* 

Two memos written in the Industrial Division, one 

25X1 


with details. The details may be essential, but they 
should be grouped in a more orderly fashion. 

The over-all organization of the sample memo from 
Photo* Intelligence Division about a source of current 

25X1 

items of information within paragraphs could be arranged 
in a more orderly fashion* 

\ 

One memo from the Geography Division 1 inviting 
participation in technical discussions on Gravimetry 
and Geology elaborates details for a complete page 
before the reader learns its purpose. The purpose in 
this memo should be stated first, then elaborated upon* 

3 * Format 

The sample memos have generally legible formats 
although several would be easier to read if the margins 
were wider* 

U. S tyle of Expression 

Some samples from every division and staff are 
written in a direct and lucid style. Some samples from 
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ovaisy division and staff show traces of go bbledegook. 

Of the 3S> samples, 15 have a fog index higher than the 
danger line of 16 0 Phrases such as "transriitted here- 
with" and "this office interposes no objection" recur 
to increase the verbiage without improving the meaning „ 
CURRENT GUIDES AMD PROCEDURES 

The only guide for writing informal corre apondence in 
OHS is the Correspondence Handbook, used by secretaries to 
prepare format* 

The Economic Research Area's Publications Staff edits 
all of OPJl's formal publications » The Publications Staff 
wrote a research aid entitled "The Writing of Reports," 
dated 31 August 1956, to guide writers of form CL reports 
in research methods, organization, and style of expression* 
The writing style in formal reports has improved since the 
research aid was published. Writers know that the 
Publications Staff edits according to its principles® 

As another step to improve writing, the Chief of the 
Publications Staff recently taught a course in report 
writing for 0RR analysts® 

The Publications Staff does not directly control OSR's 
informal correspondence. Three kinds of inf or -ml corres- 
pondence originate in ORE: the Internal Project, the 

» 

Miscellaneous Project, and administrative support memoranda. 
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Neither Interne! Projects nor Miscellaneous Projects were 
included in the samples for this study# 

V„ CONCLUSIONS 

lo ORR«s large volume of informal correspondence is 

generally well written, but the writing in some cases 
could be improved 0 

2 0 The correspondence produced by the different Staffs and 
Divisions does not vary greatly as to purpose, subject, 
length, and readers 0 Therefore, the same guides for 
organization and style could be applied in different 
divisions of GBR, 

YI 0 RECOMM ENDATIONS 

lo All Division and Branch Chiefs should initiate a 
campaign to improve inf orraal writing by personally 
editing all informal correspondence for a period of one 
week# They should select good and poor examples of 
writing for circulation within their staffs <, 

2 0 The sections of "The Writing' of Reports” that deal with 
style and organisation should be cal.led to the attention 
of all writers in 0RR e They are applicable to informal 
correspondence as well as to formal reports 0 
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ANNEX C-5 


INFORMAL CORRESPONDENCE 
OFFICE OF BASIC INTELlIGSTCE 


I. SUMMARY 

OBI’s Editorial and Publications Divisions write many 
memos, The other divisions of OBI write few memos 0 OBI’s 
memos vary in purpose, but their subject is most often 
substantive NIS material „ Between 1/2 and 1/3 of the memos 
are more than one page long, and OBI’s memos are read 
mainly by limited audiences either within OBI or in IAC 
agencies contributing to the NIS*, 

0BI ! s memos are generally well organised* Their 
format is adequate for readability except for some memos 
such as itemized correction requests, where tabulations 
should be marginated and arranged more neatly « Their style 
of expression could be improved by using shorter words and 
sentences in some cases, 
n. QUANTITY 

1 , Estimated Volum e 

OBI estimates that 1,392 informal nemos were 
written between 1 July 1956 and 30 September 1956® 
Assuming that this estimate is an index of a year’s 
production of memos, OBI writes about 5,568 memos each 
year. 
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Of the total memos written. Publications Division 
■writes I 46 per cent, the Editorial Division writes I 4 I 
pei* cent, the Regional Division writes 10 per cent, and 
the Office of the AD/BI writes 3 per cento 
2 o Purpose 

The table below shows the percentage of memos 
written for each of five different purposes by each 
division of OBI, 


Purpose 

Office of 
AD/BI 

Pub „ 

PiTo 

Reg* 

DlVe 

Editc 

BiVo 

OBI 

Total 

Standing Requirement: 

To report activities 

13 

1 

100 

h 

13 

Fox- a substantive publication 

«* 

23 

“ 

82 

Ux 

Nonroutine: 

To supply information 

51 

17 

<M) 

7 

12 

To request services 

— 

53 

- 

2 

28 

To recommend action 

36 

- 

«■» 

' 5 

3 


The table shows that OBI as a whole writes about 
equal proportions of memos to meet standing requirements 
and to meet nonroutine needs » However, the divisions 
differ considerably in the purposes for which they write 
memos o The Publications Division writes for both stand- 
ing requirements and nonroutine needs while the Regional 
Division writes only to report activities, and the 
Editorial Division writes a large proportion of its 
memos for the NIB » 
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Tbs table below shows the percentages of a©iacs aaeh 
division writes on each of three broad subjects. 


Subject 

■Knr'-tKsxr! vma vn*a# 

Office c<? 
AD/BI 

c ::n 

Pub. 

Rag. 

Edit. 

OBI 

Total 

Msstmtive facts or explanation 

91 

93 . 

u 

82 

87 

administrative support 

2 

4 

14 

14 

9 

dimming recommendations 

7 

5 

3 

4 

4 


Meat of the memos written in all divisions of OBI 
deal with substantive subjects* That is* s*ob% ©f the informal 
©an espondemte is about KIS schedules, meetings, contributions 9 
sud corrections although it consists of description rather 

than substantive analysis <> 


^ l@Sg.tb 

percentage of memos of different lengths each division 
writes is shown below. 


length 

«MVL3fc£s«i?7’:*gi-att 

Office of 
AD/BI 

lajmi: -cmott*.* 

Pub. 

Dir. 

wwiwm 

Reg. 

.x.§j££?. 

Edit. 

Div. 

GK&snmitmmm 

OBI 

Total, 

1 page «sar less 

64 

63 

50 

48 

55 

2-3 pages 

33 

35 

37 

35 

35 

3 pages or more 

2 

2 

13 

17 

9 


About ©ne-»ha2f to onn«»third of the memos written in 
all OBI divisions are two pages long c ® longer. la 
view of the AD 9 a expressed preference for memos be 
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signs to be one page long or less, this 1 m a rather 
high proportions The memos signed by othxr people may 
be longer than the AD would like them to be because 
many of them deal with NIS problems that cannot be 
stated as briefly as simple administrative: support 
natters could be stated* 

5e Readers 

Most of the memos are addressed to one specific 
unit or person, The percentages are shown below . 



Office of 

Pub* 

Reg* 

Ed t. 

OBI 

Addressee 

AD/BI 

Div* 

Div* 

Dl^ 

Total 

Single 

96 

98 

96 

71. 

87 

Multiple 

a 

2 

k 

2“ 

13 


Where 

the memos 

are read is 

shown below, in 



percentages for each division* 




To whom ad d ress ed 


Within OBI 

36 

3 

96 

73 

la 

To DCI, DDGI, DDI 

22 

« 



i 

To other DDI Offices 

22 

17 

*0 

3 

10 

Other 

20 

80 

h 

25 

hs 


The divisions vary greatly regarding to whom their 
memos are written* While the Regional ant Editorial 
Divisions write memos mainly to be read w: thin OBI, the 
bulk of the Publications Division* s corre; pondence is to 
other Agency offices or to other IAC agencies* The 
Publications Division, of course, must correspond with 
HIS contributors. 
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lo Samples 

1:he samples include four from the Oifiee of the 
AB/B.T,. fire from the Regional Division, teven from the 
Publications Division, and none from the Editorial 
Division, Since the Editorial Division writes about 
Ll. por cent of the memos in OBI, the sample does not 
completely cover 0BI*s memo production. However, 73 
pex- cent of the Editorial Division } s nemos stay -with in 
OBI bo that only OBI -personnel must read them, 

toix oi the 16 samples are about, administrative 
matters, and 10 have substantive subjects', The? samples 
vary considerably in purpose, hence in fccmat afcd 
organization , 

2 o Orgaart. aatio n 

'3Ue titles of the memos are all deer, accurate, 
and brief. The ideas are organized in sore logical 
sequence or order although an Office JictJ ce on Time and 
Attendance Reports is quite differently c tganized from 
the minutes of a planning confej-ence for an MB . 

Tha memo writers in OBI show aearens as of toe 
journalistic approach ? stating clearly who, "what, where. 
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3o Format 

Arrangement on the page and general legibility 
rarge from poor to excellent in the sample memos e 

The format is good or excellent in all the textual 
memos* Three Publications Division memos requesting 
series of corrections for graphics material are difficult 
to read because the margins are very narrow,, and the 
spacing and irsdentation are uneven* A Regional Division 
Review of NIS-12 is also badly arranged* These tabu- 
lated reports , of course, are harder to type t han 
straightforward text,, 
lip Style of E xpr ession 

1,1 i rfct mu i ummmuai 'r. ■■ 

The style varies considerably from memo to mamo, 
depending partly on the subject and length of the memo.. 
The fog index ranged from 12.8 in a request for a 
Printone Lithoplate to 31.0 in a survey of combined 
Chapters VII. The fog index was higher than 16 in five 
of the nine 1 ! samples. The five sampl.es could have bean 
written more simply by cutting out some phrases, 
shortening sentences, and using simpler words 0 

t 

IV. CURRENT GUIDES AND PROCED URES 

'The Correspondence Handbook and DO I directives govern 
the preparation of memoranda. In writing to other IAG 
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agencies,, OBI often uses the format preferred by the 
addressee „ The UPO Style Manual and the KLS Instructions 
guide the preparation of NIS's* 

Informal memoranda to or through the AD/BI are limited 
to one page s according to the AD's wisho Some senior 
officials request completed staff work so that style or 
phrasing changes by people other then the original writer 


are kept, to a laaiwom. 


Y, GOMGLUSIONS 

1„ The large volume of memos written in Publications 
Division and Regional Division could bo reduced by 
using form memos for some subjects,, 

2 a Some reading time could be saved if writers would use 
shorter and fewer words „ 

YX. EECOimiOATIONS 


l-o OBI should devise form memos for correction requests « 

2* OBI should inform all of its writers that the fog level 
xs high in some memos and that they should economize on 

words „ 
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ANNEX G~6 


Ili'GimL^CQtRKiKJNDENCE 

qfficFcF'sTTien t & y iiraM E5GEK CE 

U SU MHm 

OSI -writes a substantial amount of informal jorres- 
oondence, chiefly for adnairLatrative . nonroutine purposes ,, 
lost of the coi-respondence is less than one page in lengthy 
■lost of its readers are outside DB/I offices* 

uSI«s informal correspondence has a rather uniform 
vfcyj.e of expreBsion"~gobbledegook„ Organisation is also 
frequently poor* The available copies are virtually 
illegible, which suggest s that the reproduction processes 
used in OSI are. inadequate* The distribution lists of from 
•seven to nine OSI units for many memos indicate that copies 
■■*£ each memo are read by several people within OSI. 

IX, QUAN TITY 

lo Estimated Volume 

OSI estimates that it writes roughly 3,. 000 
informal memoranda a;&T letters each year* The Funda- 
raental Sciences Division apparently writes a considerable 
proportion of OSI's informed correspondence c , 

All of the figures in this report are rough 
estimates and are not based on actual counts for a 
specified period of time* OSI does not have readily 
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» Samgles 

The samples include five from the AD/SI, two from 
the Secretary of the Scientific Kstimatee Committee, 


s i x - front 3S, five from 3 PS, and ten from the FurdamentaL 
Sciences divisions The quantitative estimates as to 
purpose, subject, length, and readers are bused entirely 
oxi 28 samples and not oi. actual counts for ary period 
of tin©. 

j a Purpose and Subject 

Seventy-nine oer cent of 0Sx‘s memos are written 
for administrative . nomoutine purposes, either to 
supply information or tc request services* Fourteex 
per cent are written in response to a standing require- 
ment, and the remaining ? per cent are written to 
recommend action* about half the memos deal with 
administrative subjects t the other half are about 
substantive matters or planning recommendations* 



Host of the memos ere one page or less an length* 
Seventy-one per cent are one page or less, 21 per cent 
are between two and three pages long, and 7 per cent, are 


over three pages long* 

5 o Heade rs 

All of 031*8 uam&js are addressed to a single 

addressee* Three v>er oint are addressed to readers 

\ 
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within 0X1, 7 par cent to the PCI, DP/CI,, or DD/l.. 

per cent-, to ; other DD^I offices «, and 61 per cent are 

\ 

addressee! t6 other addressees* "Other" probably 
consists mainly of correspondence b etween 0SI and its 
contractors j or W/B offices and other IAG agencies » 

The distribution list for copies includes between 
seven anc! nine umts for most, of the saxnple memos* 
Therefore, nury people within CSX read each memo even 
though it has* only one addressee, 

III . QUALI'iT 

Since tie quantitative estimates above are based 
ntirely on the 28 samples and not on an actual count, 
hers is no clue as to how representative the samples are* 

U Organizev-ion 

Of the 28 samples, eight are well organized 
enough flat only minor improvements can be suggested* 

I n 11 of the samples, the organisation is poor enough 
to require rereading for the reader to understand them* 
Two frecuent organizational defects handicap the 
reader’s speed and cimtprehension, One organizaticml 
snag in several of the samples is poorly stated subjects « 
■Ki<r«3 subject titles fire too long and involved to help 
the reader* Others contain virtually no information* 

For example* the subject of one memo is "Approval in 
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Another org&t.s ational snag is failure to state 
the jjurpose clearly at the beginning of the memo* Often 
the reader mint pi.c»vgn through several paragraphs <-f 
cosfiments before he 1 earns the subject,, 

FCOTttt 

The sample copies are almost illegible* If O&I 
analysts must read copies so poorly reproduced as 
these, it would be economical to spend several thousand 
doldfira to i-rnrcvqi x ©production processes* The saving 
in reading efficiency would, amount- to several thousand 
•: D/a v S sach year,. 

Most of the ample memos show a distribution list 
*i' item ssvan to nine copies within 0SI„ This suguesds 
that the reprod-ucilvcn either by carbon copies or oy 
©esse other process 5s important to several readers,. 

frtyle ox Bagrossion 

Granby ol the £8 samples have fog indexes lower 
than the danger lint of 16« This suggests that long 
s onteuoes and words are not prevalent* However, ti e 
.low fog index, ref loots the use of short sentences and 
rut, economy of expression* In facu, the memos are 
filled with the classic phrases of gobbledegook* Here 
s re soma examples ard suggest©* briefer statements % 
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are 

This office has noted the folic; ring 
Xwil genous personnel 
Assistance in connection with 
Pursuant ix your request 
Provide an opportunity 
We ore in * greement therewith 
Inasmuch a;, 

tiSJ memo wrltsre ale© use parenthetical expressions 
freai y* For example: ,! A &ireetion~finding activity, 
either from a single point in Slobovia or (more efficient 
;-r;d. effective) fro a a point in South Slobovia » * K 
f «ii3 sample sentence demands at least one rereading to 
in am what the writer jecommendSo 

.Repetitive phraser, also appear r Fcr example, "to 
interpret arc give Hearting to K is clearly redundant 
•■53 t> ;o "interpret" moans "to explain or tell the meaning 


Suggested R evf s Lon 
Here” are, attached "are 
Via note that 
Natives 
Help 

As you asked 
Help, encourage, let 
We agree 
Since 


Finally , beds i ig statements can sound downright 
insulting, Line writer states: "The report gives- an 
accurate account in the areas it purports to cover," 
What does he mean or the phrase "purjigrts to cover’*? 


JURHEIMT GUIDES AND fEOGEDURSS 


’.Chare is a general disdain for memoranda in 0 SX, 


For informal correspondence, the only guides used are the 
Correspondence EandbooSc and the OiR Stenographers * Handbook.. 
A small editorial staff edits formal OSI publications, and 

Approve£j5FPh^#i?a§% „ 
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X5NGLUSI0NS 


I.., OSI needs a firmer policy to encourage an informal 
writing style fox’ informal correspondence., 

2„ Headers within 051 probably lose much reading efficiency 


because of illegibly reproduced copies „ i 

REGQr : MMDA TIOijS 

1- The AD/31 should instruct •writers and reviewers cf 
writing to use an informal style for informal 
correspondence „ 

2 , O'ER should tailor a brief writing seminar for senior 
personnel of Qcu« stressing simplicity of style e 
3 j The senior personnel who participate in the writing 
workshop should then review all informal writing in 
their divisions or branches for one week, selecting 
particularly clear * writing as exampl.es to inform the 
writers what style is desirable,, 

4 , 031 should instruct typists to use only the first 

carbon lor Thermof r: reproductioxx 0 
5« Division and. Branch Chiefs should consider reduci ng the 
number of copies on distribution lists for Informal 

i; 31808 „• 
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immm , ookee^ iossj&ce 
(mW& 0F'^/Ml3;itfg|iATE3 


I, SUMK-Hx 

ONE m'iteti £m ir formal rsamof.* Samples of xts 
substantive informal memos are wall organised s and tifilr 
foKrtifet is legible * ae style of expression is highly 
academic, with many long words and sentences* Ihey. sre 
difficult to read* 


II o qoM iTnc, 

Estimated Vbluaa 

^be ^rfcsmates Staff of QKB estimates it wrote 3d 
Informal, memos between 1 January and 1 February 1957 «• 
Assuming that January was a typicul month. with regard 
to memo production* it is estimated 'that- 0J8E ‘writes 
about 360 memos each year. Ms is a very small 
volume of informal correspondence compared to the 
volume of other .uI'/.C offices. 


2, Purpose*. S^lect. t- Lh^^ f . i ^ad 

•no’Tas-eusKSbrautHft *-■ vfsr-~ AS.t .nswiw - * ■ 

Abcw-.t half of the wsmos written by th-fe Estimates 
Staff are substantive in content and purpose* Tmy 


include "little OE's,” ^replication papers to be 
incorporated into the forms! HXE*s* fhe other half 
of the Estimates Staff's correspondence is about 


admindLstratiyis surport matters i» written to supply 
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In lengthy 67 per cent of the memos are one page 
long or leas, 1? par cent are from two to three pages 
long* and 17 per cant are more than, three pages long* 
The DO I , BDGI, and DDI i-ead 27 per cent of 0NE 8 s 
memos* Audiences outside the DDI offices read JLs.6 per 
cent of the memos* and readers within ONE read 27 ]ier 
cent of tha } memos* About 60 per cent are addressed to 
more than one person* and Uo per cent are addressed to 
one reader* 

III. QUALITY 

The samples are three "little MIE’s" addressed to the 
DH/1 and DCIo All are more than three pages long* 

'They are well orgriniaed* but j they are long enough and 
enough to prcvnde difficult reading* Their forsnat 
ir. legible* ■ I 

: y 

The three sample nemos are written in a consistently 
academic style* Their fog indexes are at grade levels 
21 * 3 # 22.2, and 2U.0* These are wall above the danger line 
of 16*0 for incomprehensibility. It should be noted that 
the high fog livel in the memos is due to the use of long* 
academic words and sentences describing complex situation 
evaluations. The problem is not gobbledegook~«>it is 
complexity of subject natter combined with excessive 
scholarlinss S « 
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CUBBE NT GUIDES MB IS0CEIXJRE3 

dot e not use -ar:Ltttsn guides or regulations 
0 ;:;i.ilarly. Of course it conforms to the expressed wishes 


>£ its readers regarding format ard organization. 

tae staff chiefs demand good -writing and return err r 
'uper that ie not perfect to be rewritten. Since writing 


a a major part of IMS's activity^ the ability to write is 


basic qualification for employment in ONE# 


CONCLUSIONS 


ONK's memos are hard to read since the style is complsXj 
s -ike the subjects ard porpoises of the metros. Providing a 
apsttle version of long raamc s would improve the reader* 8 s 
• uderstanding of ONE 8 a -analyses. 


HEGOmiMDATIpNS 

ONE should instruct writers to dace a summary at the 
pginning of any substantive memo more than three pages 

ong s 
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ANNEX 0-8 


INFORMAL CORRESPON DENCE 

INTELLIGENCE 


I. SUMMAR Y 

0CI writes very few informal memos* Those written are 
well organized, and the format is good* The style of some 
of the substantive memos could be impr oved by shortening 
sentences ana words* 

Ho QUANTI TY 

;U E stimated Volume 

0CI writes very few informal memos „ The Area 
Divisions wrote 1 $ >mbstantive memos in the six-week 
period beginning 2 January and ending 13 February 1957 o 
The Administrative Branch reports that 33 administrative 
memos were written in 1956® Combining the two categories, 
it is estimated that OCX writes about 16U informal memos 
in a year*, 

2c, Purpose, sub j ects, l eng th , reade rs 
a* Substant ive 

All of the substantive memoranda were 
written for a general audience, i*e«, members 
of the intelligence community » None were 
prepared for dissemination within 0CI alone* 

Six went to the DCI, DD/CI and the DD/I only. 
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The style of expression of the administrative memos is 
clear and direct * with a fog index between 10 and 15° The 
substantive memos have a complex and somewhat academic 
style except for one s ample ° The fog index ranges from 
15*9 to 2U»1 for the four substantive samples* Three of the 
four samples are above the danger line of 16» 

XV c CURRENT GUIDES AND fijOCggJRiS 

The Editorial Division is responsible for an of OCI's 
formal substantive writing a It prescribes the style for 
the 0CI daily and weekly publications and edits them* It 
has published a brief guide for the mechanical aspects 
(such as capitalisation) of these publications* However, it 
does not always edit tie informal substantive memos* 

The Correspondence Handbook guides the preparation of 
OCI'S informal correspondence,. Aside from the Handbook, 
there is very little li .teres t in how the memoranda are 
written* The AD and everyone e3.se in 0CI is primarily 
concerned about the substantive publications* 

V* CONCLUSIONS 

1* 0CI has no major problems concerned with the readability 
of memos* 

2„ Some informal substantive memos are hard to read 

because the sentences are long and the subjects complex* 
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However, the fact that one of the substantive memos is 
written in a much simpler style than the others shows 
that the verbiage can be reduced, 

.REGOMitCMDATIOhS 

OGI should require writers to place summaries at the 
beginning of substantive memos over three pages long 0 
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while nine also went to other DD/l offices and 
ten to other components of the Agency, to the 
White House, State Department, etc 0 One 
memorandum was one page, nine ran two pages, 
and five were over three pages long* 

The memoranda were written to fill a 
nonroutine need and to supply information, 
usually at the initiative of the responsible 
area analyst but sometimes at the request of 
the DD/l or a requester outside CIA* 
b „ Administrative 

The rest of OCI's memos are about 
administrative support matters, and they are 
written in response to standing requirements, 
to supply Information « They consist of such 
items as ainouncements of assignments to key 
positions and holidays » They are distributed 
to more than one addressee* The majority are 
less than, one page long* 

III, QUALITI , 

The samples include five administrative memos and four 
substantive memos* One of the substantive memos is a form 
memo for preparation of election forecasts* 

All of the samples are well organized* and their 
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ANNEX D 


EK-AFT COVERING NOTE FOR SENDING AF Manual 11-3 
TO ALL XNTELLIGENOE OFFICERS 

J.n a recent study of the writ: jag in our informal correspondence, 
several, examples of the overforroal. stereotyped style of Federalese 
wore discovered * 

We should keep our memos, notes, and letters brief and informal* 

I recommend that you read the attached Air Force Manual for suggestions 
on clear 'writing 0 Chapters U and F are particularly pertinent to cur 
informal writing » 


Robert Amcry 

Deputy Director/Intelligence 
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